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FORMAT:  STANDARDS AND PRACTICES 
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Format, Outline, and Punctuation 

Format Authorities 

 

• SECNAV Manual 5216.5 – Department of the Navy Correspondence Manual  

   (Chapter 7) 

• OPNAVINST 5215.17 – Navy Directives Issuance System 
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Format, Outline, and Punctuation 

 

Directives Formatting 
 

Ensure the “show all”          icon is on all times (“Home” tab of MS Word 2010) 

 

Margins and Layout 
 

•   General page margins:  top, bottom, left and right:  1 inch 

• Header/footer margins:  header:  1 inch; footer:  0.5 inch.  Exception is the first 

page of the directive for the e-letterhead:  header margin is 0.5 inch 
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Format, Outline, and Punctuation 

Setting Margins in Microsoft Word 2010 

 

• On the “Page Layout” ribbon, open the “Page Setup” dialog box.  Change the general 

margins settings on the “Margins” tab. 

 

 

 

 

 

• Header and footer margin on the “Layout” tab. 
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Setting Paragraph in Microsoft Word 2010 

• On the “Paragraph Layout” ribbon, open the “Paragraph” dialog box.  Change the settings on the “Indents and Spacing” 

tab. 

• Paragraph (Indents and Spacing):  

General - Alignment is “Left”; Outline level is “Body Text”;  

Indentation - Left is “0 inch”; Right is “0 inch”; Special is “None”;  

Spacing - Before is “font 0”; After is “font 0”; Line spacing is “Single” 
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Format, Outline, and Punctuation 

 

The letterhead is per SECNAV M-5216.5, appendix C.  For e-letterhead for CNO, font is 

Times New Roman and text is centered.  “DEPARTMENT OF THE NAVY” is 10 font size; 

the address is in 8 font size. 

 

 

 

 

Text in body of directive: 

• Font:  Courier New; font size:  12  

• Page numbering:  every page is numbered with the exception of all page 1s, including in 

enclosures and attachments (exception in manual-type directives and appendices) 
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Times New 

Roman 8 

Times New 

Roman 10  
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Footer 

Times New 

Roman 10  

Header - 0.5 

inch 

Times New 

Roman 8 

General Page 

Margins - 1 

inch top, 

bottom, left 

and right 

Footer - 

0.5 inch 

Header – 1 

inch 

Font – 

Courier 

New 12 

Page 1 not 

numbered  

Footer - 

0.5 inch 
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OUTLINE:  STANDARDS AND PRACTICES 
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Format, Outline, and Punctuation 

Outline of Navy Directives 
 

Identification 
 

• Standard subject identification code (SSIC) - refer to the Department of the Navy SSIC Manual (SECNAV M-5210.2 of 

July 2012) for codes and descriptions.  SSIC needs to reflect the most important subject covered in the directive.  

Should reflect the directive’s purpose and general significance, not functional responsibilities. 
 

• The originator of the directive determines the appropriate SSIC 

 Consecutive point numbers for new instructions are assigned by the command’s/activity’s directives manager.  For OPNAV, the 

consecutive point number for a new instruction is assigned by DNS-15  

 For revisions or reissuances, use the next available alpha version.  Do NOT use “I” and “O” 

 For record purposes, consecutive numbers can never be reused, even if previously cancelled 
 

• Organization code for BOTH the originator and sponsor, if applicable 
 

• Final date must reflect the date the directive is signed (DD Mmm YYYY) 
 

• Designation line – is underlined and includes the short title of command, “INSTRUCTION” or “NOTICE” or “CHANGE 

TRANSMITTAL,” SSIC and point number/alpha version (when applicable), and change transmittal number (when 

applicable). 
 

• “From:” – always the commander or commanding officer of the command or activity, not particularly the signature 

authority. 
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SSIC and  

point number 

Alpha version, 

when applicable. 

Do NOT  use “I” 

and “O” 

Consecutive point 

numbers can never 

be reused, even if 

previously 

cancelled 

The date the 

directive is 

signed (DD 

Mmm YYYY) 

Designation line:  command 

short title, type of directive 

spelled out, SSIC, point number 

and alpha version, if applicable – 

all underlined and in ALL CAPS 

Organization code(s) 

for the originator 

and/or sponsor 

“From:”  

commander/commanding 

officer 
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Outline of Navy Directives 
 
Subject Block 
 
• Written in ALL CAPS 
• Be descriptive but concise (try to use 10 words or less) 
• No acronyms  
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Always in ALL 

CAPS 

No acronyms 



Format, Outline, and Punctuation 

Required Paragraphs  
 

• Purpose (always the first paragraph) - Must state the purpose of the directive which tells why the 
directive is being issued.  It indicates the issuance of policies, guidelines and responsibilities.  State the 
purpose of the series, not of the particular revision. 
 Per OPNAV 5215.17, for a revised directive, provide a summary of changes.  Only major changes to policy, procedures, 

responsibility assignments, reporting requirements, and like matters of substance are to be summarized.   In addition, place in 

the "purpose" paragraph the following:   "This instruction is a complete revision and should be reviewed in its entirety.” 

 

• Cancellation (always the second paragraph, WHEN APPLICABLE) - Contains the statement of the 
cancellation or supersession when the directive cancels or supersedes another directive or document. 
 

• Records Management  - This is a CNO requirement which will be reflected in the revised OPNAVINST 
5215.17A. 

 
• Forms and/or Reports Control - where applicable (always the last paragraph in instructions, when 

applicable) - is used when the directive mandates the use of a form(s) and/or a reporting 
requirement(s)/information collection(s).  The form number(s), form title(s) and where the form(s) may 
be accessed and/or report control symbol(s) and report title(s) must be identified in this paragraph.  
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Optional Paragraphs 

• Scope and Applicability (recommended):  

– Identifies those entities which fall under the scope of the directive 

– Although not a required paragraph, it is HIGHLY recommended since directives no longer require a  

      “To”:  line that users know what directives apply to them 
 

• Background:  Summarize the history of the inception of the directive and may also give a description of each of 
the references 

 

• Discussion:  Explains the justification for the existence of the directive 
 

• Policy and/or procedures:   Provides and specifies policy and/or procedures 
 

• Definitions:  Provides an explanation of terms used in a directive 
 

• Action and/or Responsibility:  All titles or groups organizations having action and/or responsibility are 
identified in this paragraph.  Listed highest to lowest authority.  Be clear about required actions to be taken and 
when.  Action paragraph is required for all change transmittals. 
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I 

 

 

Identifications 

Required Paragraph 

                                                                                                            
         

Enclosures 

References 

 

 

 

 

Required Paragraph 

 

Optional Paragraph 

Purpose 

paragraph (at least 

2 lines must be on 

the first page) 

Cancellation 

paragraph 

                                                                                                                
Subject
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Required Paragraph 

Required Paragraph 

Forms and/or 

Reports 

paragraph, as 

applicable   

Records 

Management   

paragraph  

 
 

Distribution Block 
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Optional Paragraph 

Optional Paragraph HIGHLY 

recommended, 

optional 

 paragraph 

Optional 

 paragraph, 

when 

applicable 

Optional Paragraph 

Required Paragraph 

Required 

 paragraph, 

when 

applicable 
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Signature Block 
• There are three blank lines between the end of the body text and the signature block 

• Signature block is centered at 3.2” tab 

• The signature authority’s name must be in ALL CAPS 

• If any position titles, they are NOT in all caps 

• Per SECNAV M-5216.5, do not use military titles  

 

Distribution Block 
• There is only one blank line between the signature block and the distribution block 

For unclassified OPNAV directives:  

Distribution: 

Electronic only, via Department of the Navy Issuances Web site 

http://doni.documentservices.dla.mil 

For  FOUO,  NOFORN and classified OPNAV directives: 

Distribution: 

Electronic only, via Department of the Navy Classified Issuances Web site 

http://hqweb.cno.navy.smil.mil/donci 
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Signature Block 

Authority -  

Name in ALL 

CAPS and 

tabbed at center 

(3.2”) 

3 blank lines  (4 

returns) from the 

body of the text 

 
 

Distribution Block 

Position 

titles not in 

all caps. 
One blank line 

from signature 

block 
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Outline (per SECNAV M-5216.5, figure 7-8) 
For every subparagraph section that is added, increase by four additional spaces and start typing on the fifth (x’s 
represent spaces and blank lines):  

 
1.xxParagraph 1 

x 

2.xxParagraph 2 

x 

xxxxa.xxSubparagraph 1 [4 spaces] 

x 

xxxxb.xxSubparagraph 2 

x 

xxxxxxxx(1)xSubparagraph 1 [8 spaces] 

x 

xxxxxxxx(2)xSubparagraph 2 

x 

xxxxxxxxxxxx(a)xSubparagraph 1 [12 spaces] 

x 

xxxxxxxxxxxxxxxx1.xxSubparagraph 1 [16 spaces] 

x 

xxxxxxxxxxxxxxxxxxxxa.xxSubparagraph 1 [20 spaces ] 

• Never have a subparagraph “a.” unless there is, at a minimum, also a subparagraph “b.” 

• Due to the Courier New mono space font, never use Tab button or Numbering function; use spacebar only for spacing 

• Where possible, ensure the beginning of each page and the bottom of each page contains TWO full lines of text, especially when 
splitting a paragraph 

• Do not split paragraph titles from its text.  For example, do not have a paragraph title on the bottom of a page and continue with the 
paragraph text at the top of the following page. 
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For every sub 

paragraph section 

that is added, 

increase by four 

additional spaces 

Never have a 

subparagraph “(1)” 

unless there is, at a 

minimum, also a 

subparagraph “(2)” 

Due to the Courier 

New mono space 

font, never use Tab 

button or 

Numbering function; 

use spacebar only 

for spacing 
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Punctuation 

 
2 spaces after period  (“.”)   

2 spaces after colon  (“:”)  (the only exception is the colon following “Ref:” in 
the reference section) 

1 space after a coma  (“,”) 

1 space after a semi-colon  (“;”) 

1 space after right, end parentheses (“)”)  

1 blank line between every paragraph and subparagraph 
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2 spaces after 

a period 

1 space after a 

coma 

1 space after a 

semi-colon 

1 blank line 

between 

paragraphs 



SCENARIOS 
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QUESTIONS & ANSWERS 
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Contacts 

Mary Beth Bowen 

Navy Directives Manager 
• Chief of Naval Operations Staff (DNS-15) 

2000 Navy Pentagon, Room 4E569 
Washington, DC 20350-2000 

• Phone: 703)-614-7582 

• DSN: 312-224-7582 

• marybeth.bowen@navy.mil 

 

Abby Coppinger 

DNS-15 CTR Directives Team Lead 

• Chief of Naval Operations Staff (DNS-15) 
2000 Navy Pentagon, Room 4E569 
Washington, DC 20350-2000 

• Phone: 703-614-7579 

• DSN: 312-224-7579 

• abigail.coppinger.ctr@navy.mil 
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Armin Zotaj 

DNS-15 CTR Directives Team Assistant 

• Chief of Naval Operations Staff (DNS-15) 
2000 Navy Pentagon, Room 4E569 
Washington, DC 20350-2000 

• Phone: 703-614-7581 

• DSN: 312-224-7581 

• armin.zotaj.ctr@navy.mil 

 


